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( e J 3 front and reverse of thin ferm. Bign erigins] and lws coplcs Dets Recelived Applicstion No om Comgicind (
7 2. Asdney Applicalion Ne. . and foroard u' Depertment of Archives and Histery. Atlentien: JUN 29 \’973 p
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3 AGENCY, Diviston. Sutdivision & Adminlitering Office Addrese : 4, TPeroon te Contact
Department of Transportation ' ! -
Division of Administration o Mel Bradford

General Support Services = General Files

Atlanta,’ Georgia 3. ﬁ':u&'.“g'. . 656-5253
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I_ACTION REQUESTED . - R

ESTABLISH DISPOSITION STANDARD; ' DISPOSE OF PRESENT ACCUMULATIONS,; B
X RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED B Lo

8 Earliest & Lates ate of Serie ' ,_ “‘ Exact Series Tltle
1920 - To Date | } Cit:y/Ccunty Highway Project File { ;.z Ié\‘_g‘}

[6

10 What is the function of the office in which this record series Is created

'I'he Division of Administration provides staff support to the Department in the arecas of
general accounting, audits and fiscal procedures, personnel and training, contracts
procurement and administration,’ equipment control, purchasing, inventory and warehouse

. control, genersl files, records management, Department budget and air travel sucvice., -
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11. This file contains the following documents (include form numbers and lit!es, I! any. and ﬁle arrangethent): L
Documents relating to the construction of, county or city xoads, The State adminfsters .

" «.the funds to the counties or cities, The cities or counties are resporisible for the o

‘conatruction of the roads, - Lo IR ' o SR

Ser dttached 1ist for documents i.ncluded in .t.he aeﬂ.u. ‘

Ihe file 1s maﬁged numeﬁ.cuny by project nmnbaru.
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ATTACH SAMPLES OF THE FILE
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12, mum OCCUPIED . No. of Drawere | Cv. P of lueoﬁu' Na. o’l_‘lznm Cu. FL of neeof:v___
: ANNUAL RATE OF ACCUMULATIOR
A1 Letherdse Tiie Drawens 377 | 565.5 t . 10 15
- ' e = 1n Otficets) I Blorage Arester
l I.npl?in File Drawers Fioer Spnce Occuplad (Sguere Feel) 456 - ~ T -
- o ——— This | Lawt | Preceding] Al Prior

Year's Year's Year's Year's

AVERAGE DALY mur.ncu 25 25 20 10 '
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S ¥ EL'JESTIONNMRE Place an v in he proper rolumn. i pmaver !a ﬁn.- wnw “""'q : 7 N > _ ygs + NC

- ‘ '- . . ’ ) R - 7 .  ' : ' E ’ - - ‘ .‘: . -
| 33, Is this the Record Copy of the series? _—_ . . S {x [ _’
8. Is there » duplication of this serlcs in another office or agency? ‘ ) S - ‘ [x] N

(

- Portions of the series are duplicated at the city or cotmty level,

. 15 s the informalion contained in this serles ever summarized or. published? Attach copy of wmmry or ﬁuﬁllcahon | f 1 | “_7_ lxr
16. Does the series contain’classitied lnlnrmation requiring’ security handiing? o | { J ix
LR ¥ A Does the series imtoale. amcnd or lerminate agency policles md proredures? _ RI ) t l- ': lk
11 18 Could the !unctmn be performed If the files were lost or destroyed? - t 1 Ix
19. 13 the series {or major portion of it) regutarly m!crqfllmed? If yes, why? o T o 'l[ 1. {x'
l 20. Does the .fecord:series provldc- data as input to ‘an EDP file? B .' - | ~ | D { ] , [x )
21. Does .tha record series contain docqmentatiun producet'i as EDP printouté {3 fx |
2. Has the Federal Government issued instructions governing retenﬁonldisbos!tlon of these files? [ ] ix]
| 3, Wili t.here be a need for these records 10, 15 years from now? i yes, what? - [ )| T ix)
24, REQUIREMENTS. The following requires the files to be kept .. -7. ...._..;,years: |
a [ )STATE b. [ JSTATUTE OF c. | JAUDIT d. [ ) FEDERAL e [X] ADMINISTRATIVE f. [ ] HISTORICAL
, LAW LIMITATION . PERIOD LAW DECISION VALUE
. {Cite Law, Statute, or other reason for the retention requirement) ' -

\ Georgia Code Annotated Section 3-705 - action upon simple contracts in writi.ng chall -
"~ be brought within 6 years after the right of action shall have accrued. -

.
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25. AGENCY RECOMMENDATIONS: This agency recornmnds that the file series be cut off at the erid of each

-{ ] CALENDAR YEAR [ ]FISCAL YEAR X ] Other Final State payment to = them
. T _ | . o eozmty ox cit:yc - T T
( ] Hold in the current files area . month{s)] . year(s): L
3 l ] Transter to [ ] State Records Center [ ] Local Holdmg Aresa hotd ......... yeafs)g e -~
J Destroy. . : - 3

[ ] Transfer to State Archwes for permanent retention.

{ ] Destroy immediately after cut-off. - 5

? [ X] Other: (Specify) Place file in inactive project ﬂ.le, cut off inasctive project: file

' at end of calendar year; transfer project files to Records Center;
hold 7 years' then destroy. :

' ‘ : ' (indicate brféﬂy rationale for recommendations above/or wiite additional remarks):

3
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| Anach Sampiesggt the Senes . . ‘% ,::eem nsnutllntul o«m)‘), \'ﬁﬁt_‘ _?(,,\ '-[/ LL
{\'* Recommendations .| € ) Approved. [ ) Disappmved \'“d of Asency/Destmes
« 0 Paragraph .m.- [V]/pproved [ ]Dusappmved
- b+ ] : are: nma#&,[ r { ]Disapprovad
.* Con | Commitioe [ .Approwd. { 1 Disapproved
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)
STATE Appllcahon for OFFICE OF BECRETARY O snn:
DEPARTMENT OF ARCHIVES & HISTORY

OF
GEORGIA RECORDS D'SPOSI"ON STANDARD " RECORDS MANAGEMENT DIVISION

! 1. Aévll tionn Dat INETRUCTIONS: See separate Iastructions fer wmpletion of [FOR RECORDS MANAGEMENY DIVMON UsE L
: y 5 front_and revérse of this form. Sign “original ‘and two coples - Date Recelved Application No. Date. Comph:ed
2. A

cy Application No. and forward to Department of Archives and History, Attention:

Ju 29 73 73 45;;,:1:1 19:973

Recordl Management Officer.
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3. AGENCY. Division, Suldivision & Administering Office Address 4, Pereon to Contact
-Department of Transportation '

Division of Administration :

Y, M df :
General Support Services - General Files ‘ ‘:; lmlir:ue ord PEETE™
Atlanta, Georgia _ S R. M. O. L6 656-525_3

7. ACTION REQUESTED

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATIONS;

: RECORD wiLL CONTlNUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
& Earliest & Latest Dates of Series 9, Exact Series Title

1920 - To Date City/County Highway Project File

10. What is the function of the office in whuch this record series is created

The Division of Administration provides staff support to the Department in the areas of
general accounting, audits and fiscal procedures, personnel and training, contracts
procurement and administration, equipment control, purchasing, inventory and warehouse
control, general files, records management, Department budget and air travel sé@rvice.
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11. This file contains the following documents (include form numbers and titles, if any;' and file arrangedent):
Documents relating to the construction of county or city roads. The State administers
the funds to the counties or cities. The cities or counties are responsible for the

construction of the roads.
8ee Attached list for documents included in the series,

The file is arriang'e'd numerically by project numbers.

ATTACH SAMPLES OF THE FILE

12, EQUIPMENT OCCUPIED . No. of Doawers { Cu. ¥Ft. of Records No. of Drawers Cu. Ft. of Records

- ANNUAL RATE OF ACCUMULATION
Latersize File Drawers. 377 565.5 L 10 15

In Olffice(s) In Btorage Areva(s)

- Mu File Drawers Floor Space Oocupied {8quare Feet) 456

This Last | Preceding] All Prior
Lnu‘s Year's Yeoar's Year's

25 | 25 20 10

lAVERAGE DAILY REFERENCES
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QUESTIONNAIRE Place an "x" in the proper column. If answer is ‘YE‘G please expt.m ?Eé fiﬂo

13. Is this the Record Copy of the senes" - . . - _ [X]P [
14, Is there a duplication of this series in another office or agency? [x) [ 11
Portions of the series are duplicated at the city or county level, - -

+15. 1§ the mformatlon contained ih this serl'gs, ever suramarized or published? Altach copy of summary or pubtication. [ ] X1

e

16. Does the sen?s contain classified infarmation requiring secunty handling? ' [ 1. 1ix1
17. Does the series initiale, amend or terminate agency policies and pror:efiy-resff | : N :‘ A i 3 | X1
18._ Con.ﬂd tﬁe function be perfonﬁed_ if the files were lost or déstroyelt-:l‘?- _ | | | | ¢ [ ] X ]
19. Is the series (or major portion of it) regularly microfilmed? if yes, why? 1] [x-]
20. Does trhe recbrd series provide data as input to an EDP file? .[ ] - '[x,]. |
21. Does the record serie's- contain documentation produced as EDP printout? [ ] ’ [x]
22. Has the Federal Go;er.r;mé—l;lt issuéd instruc{_i(;ns gove;ning-reientionldisposition of these files? T [{ :] ‘ -[x ]

3. Will there be a need for these records 10, 15 years from now? If yes, what? . - . - - . . . [ ] [X]

ET o e ama L e =R Tl ae Cm L T  a h C AEERL . e el e goted e

24. REQUIREMENTS. The fi)-ll‘c;wiﬁg requires the files to be kept .. H7 years . | - )

4

a [ ]STATE b. [ JSTATUTE OF c. [ ]JAUDIT d. [ ]FEDERAL e. [X] ADMINISTRATIVE f. [ ] HISTORICAL
LAW LIMITATION . PERIOD LAW DECISION VALUE
, (Cite Law, Statute, or other reason for the retentlon requirement)
Georgia Code Annotated Section 3-705 = action upon simple contracts in wr:.t:.ng shall
‘be brought within 6 years after the right of action shall have accrued.

25 AGENCY RECOMMENDATIONS Thls agency recommends that the file series be cut off at the end of each

-[ ] CALENDAR YEAR  -[ ] FISCAL YEAR . -[X ] Other Final State payment to then:
county or city.

[ ] Hold in the current files area .. month(s) . . .. _ year(s) . -

[ ] Transfer to [ 7 State Records Center [ ] Local Hold;ng Area hold .o year(s): o e
[ ] Destroy - L o -
[ ] Transfer to State Archives for permanent retention . . E

[ ] Destroy immediately after cut-off.

[ X] Other: (Specify) Place file in inactive pr03ect file, ‘cut off inactive project file °

at end of calendar year; transfer project files to Records Center;
hold 7 years; then destroy. R

{Indicate briefly rationale for recommendations above/or write additional remarks):
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26, Recommendatlons_“_ S [H V]ﬁ?Ap;:Dfoyed _[-_ *]%Disapproved _ ﬂh ) y g/B
. : i Date
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